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8-36 Issued February 15, 1937 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURsL saDJUSTMANT ADMINISTRaTION 
NORTH CaNTRAL DIVISION 
Washington, D. 0, 


Re: PROCHDURH FOR COUNTY COmmITTHES IN CaSHS INVOLVING UNDSLIVERED 


il. 


CHACKS, LOST CHECK CKS, , AND aDd abJUSTuaNTs, 


REASONS FOR RETURNING TREASURY CHECKS OR FOR mAKING REFUNDS 


A, 


a 


Where the payee cannot be located. 
Where the payee refuses to accept his cneck. 


Where the amount of the check is in excess of that due 
the applicant. 


Where tne payee is deceased or nas been declared incompetent. 


Where the name of the payee nas been improperly designated 
on the check. 


Where doubt arises as to the right of the payee to receive 
the check. 


Wnere the amount of the check is less than the amount shown 
on ACP~13A. 


Wnere the name of the payee appears on the list of the names 
of persons indebted to the United States Government. 


PROCEDURE TO BS FOLLOWED IN CONNACTION WITH RATURNED TREASURY 
CHHCKS. 


ee. 


Period of retention of check in the county office. 


1, <All Treasury checks which remain undelivered after 
the twenty-first day after they have been received 
in the county office must be returned to the Regional 
Disbursing Office which issued such cneck (hereinafter 
referred to as the Disbursing Office). 


@. Such letter shall be signed by the treasurer of 
the county agricultural conservation association 
(nereinafter referred to as the treasurer) or by 
@ member of the ‘county committee. 


bd. Shall indicate the State and county code and the 
serial number of the application for payment 
{hereinafter referred to as application) under 
which such check was issued, 


¢. Shall indicate the name of the applicant. 


B. + Fro 


ne 


Sage aa 


d. Shall indicate the Administrative number of 
ACP—~LZA on which the check was Listed. 


e. Shall indicate the number of the check, and 

f, Shall state the reason why the check is returned, 

cedure for returning checks to the Disbursing OFT ices 

Return the check to the Dispursing Office together 

with a letter of explanation setting forth the reason 

for the return of the check. 

Transmit to the en ee a copy of the letter, which 
accompanied the check to the Disbursing office, and all 


forms or data necessary to effect a settlement of the 
C&Se. 


a, Such letter shall be signed by the treasurer 
of the county agricultural conservation associa— 
tion or by a member of the county committee 

b. Shall indicate the State and county code and the 
serial number of the application under which such 
ecneck was issued, and 


c. Shall indicate the name of the applicant 


d. Shall indicate the administrative number of 
ACP-13A on which the check was listed 


e, Shall indicate the number of the check, and 


f, Shall state the reason why the check is returned. 


CG. Procedure for having returned check delivered to payee 


If the payee is located after his check has been 
returned to the Disbursing Office, a request for the 
return of such check shall be addressed to the State 
office. Likewise, if a payee decides to accept his 
check after it has been returned to the Disoursing Of- 
fice, a request for tne return of such cneck shall be 

addressed to the State office. In such cases, the 
reason for reQuesting the return of the check shall be 
given, The request shall be signed vy the payee and 
shall contain the following devo iae 


1. State and county code an@ serial number of application 


under which the check was issued 


Check number 


ad) 


3, The administrative number of the AaCP-13A on which 
the check wes listed, and 


4. Present address of tne payes, 


III. PROCEDURS TO BA FOLLOwMD IN wAKING REFUNDS 


A. 


B. 


Form of Refund 


1. <All refund remittences must be in the form of a money 
order, cashier's check, or certified check. 


2. all remittances must be drawn payable to the order of 
'Trsasurer, United States", 


Procedure for making the refund 


1. All refunds must be sent to the State office together 
With a letter (in duplicate) which shell indicate 


a. Tne amount of the refand 
b. The form of thw remittance (money order, certified 


check, cashier's check) and upon whom drawn (X Bank, 
ete, ) 


ec. Toe acme of the applicent whose account is to be credited 


d. The Stete ond county code end the serial number of the 


eoplicetion in connection with which the refund is made. 
@, The reasons for making the refund 


2. If any corrected forms or additional data are necessary 
to eneble a satisfactory settlement of the case, such 
forms and data should accompany the refund to the State 
office. 


Amount of Refund to be made. 


l. very precaution snould be exercised to see that 
the refund is in the correct amount since the records 
of the Treasury Department, General accounting Office, 
and Agricultural Adjustment administration are affected 
thereby. 


e. If there is any doubt es to the amount of the refund due, 
the State office should be consulted before the refund is 
made. 


I¥. PROCEDURE To Be FOLLOWED IN CONNSCTION WITH LOST, STOLEN, OR 


MUTILACED 


A. 


ra sw 


CHAOS 


In the event a check is lost, stolen, or destroyed the 
Disbursing Office which issued the check shall be notified 
@s soon as possible, inasmuch as such matters come within 


- 4 


the exclusive jurisdiction of the Treasury Department. If 
the check is found after the Disoursing Office has been 
notified that the check was lost, it should not be presented 
for payment for at least seven days after the Disoursing 
Office has been notified that the check has been found. In 
this way the Treasury Department will heave sufficient time 
to withdraw the stoppage against the check so that it will 
be honored when it is presented for payment. 
Ve PROCSDUR: TO BE VOLLOWSD WHEN THE AMOUNT OF THY CHECK IS 
INCORRECT OR THY PAY#s'S Nama IS INCORRSOT * 


A. Check drawn for less than the amount due the applicant 
1. rror made in State office 


&. If the application was correctly executed, and 
if the amount of the check agrees with the amount 
Shown on ACP~13A, the check shall be delivered to 
the applicant and he snould be advised that the 
acceptance of such check will not prejudice his 
right to file a cleim within a reasonable time for 
the balance claimed to be due. In such cases, if 
the applicant desires to file a claim for the balance 
the county committee shall prepare a dummy applica 
tion, using the file copy in the county office as a 
Suide, and shall insert on sucn application the words 
"Dummy Application", ‘The dummy application shall 
bear the same serial number as the original applica~ 
tion, except that the serial number shall be followed 
by the letter "All, Por example, if the original serial 
number was 48-011-1121 the dummy application shall bear 
the sérial number 48-O11-11214,; The dummy applica 
tion shall contain all the data on the original appli- 
cation but need not be Signed py the farm reporter, 
county committee, or the applicant. In such cases, 
the applicant may present his claim in writing to 
the State office. The claim shall consist of t 


(1) A statement of the facts upon which the applicant 
bases his claim s 


(2) The number of the check issued under the original 
application 


(3) The amount of such check, and 


(4) The fact that the original application was 
correctly executed. 


db. The statement of claim in seh cases mast be 


a) SS es 


(1) Signed by the applicant, and 


(2) Certified by a member of the county committee 
who shall sign on behalf of the committee, 


e. Error made in county office 


Qe 


a. 


If the application was incorrectly executed, the 
check should be delivered to the applicant as 
Indicated ian chy di supra. Iaesiich cases & 
corrected application shall be submitted, 


(1) Signed by the applicant, end certified by 
the farm reporter end a member of the county 
committee who shall sign on behalf of the 
county committee 


(2) Bearing the serial number of the original 
application, except that such serial number 
shall be followed by the letter "at, 


There must be submitted with such corrected applica- 
tion, a statement of claim which shall consist of 


(1) A statement of the facts upon which the applicant 
bases his claim 


(2) The number of the check issued under the originel 


application, 
(3) The amount of such check. 
The statement of claim in such cases must be 
(1) Signed by the applicant 
(2) Certified by the farm reporter, and 


(3) Certified by a member of the county committee 
Who shell sign on behalf of the committee. 


If the farm reporter has been discharged or if he 
is not available, the statement of claim shall 
indicate this fact and if the reason for the claim 
is due to an error on the part of the farm reporter, 
it shall be shown that the corrected records of the 
farm reporter form the basis of the claim. If the 
summary of performance which was submitted to the 
State office was also incorrect, a corrected sum- 
mary of performance shall accompany the corrected 
application, 


A 
~ o- 


3. Error made in Disbursing Office 


Qe 


If the application was correctly executed and if 

the amount of the check is less than the amount 
shown on ACP-13A, the check shall not be delivered 
to the payee but shall be returned to the Disbursing 
Office with a request that a corrected check be 
issued. 


B. Check drawm for more than the amount due the applicant 


1. Error made in the State office 


Ge 


If the application was correctly executed and if 
the amount of the check agrees with the amount 
shown on ACP-134, a letter signed by a member of é 
the county committee shall be forwarded to the 

State office at the same time the checl is re- 

turned to the Disbursing Office. This letter 

shall set forth the facts and circumstances sur- 

rounding the case and shall indicate that the 

amount of the check was in excess of that which 

was due the epplicant and that the original ap- 

plication was correctly executed. A dummy 

application shall be prepared in accordance with 

the instructions outlined in V5. Ay. 15 Suprannena 

shall be forwarded to the State office with the 

letter from the county committee indicating that 

the check was improperly drawn. 


e. Error made in the county office 


Ae 


If the application was incorrectly executed, and 

the amount of the check was in excess of that due 

the applicant, the applicant need not sign a 

corrected application as set forth in ee ey Vy 

supra. In such cases, a corrected application 

and a statement of explanation shall be prepared 

in the county office end both the corrected appli- 

cation and the statement shall be siened by a ‘ 
member of the county committee who shall Sign on 

behalf of the committee, and by the farm reporter 

and shall be forwarded to the State office. The Ps 


corrected application shall bear the sare serinl 


number as the original application excert that the 
serial number on the corrected applicat..ca chil be 
followed by the letter "Al. If the farw seporter 

is not available, the comments set forth in Ns Gener 
Supra, will be applicable. If the summary of per- 
formance was improperly executed, a corrected 
summary of performance ghall accompany the corrected 
application and the statement of explanation, 


Pay ue 
3. Error made in Disbursing Office. 


a. If the application was correctly executed and if 
the amount of the check was in excess of the amount 
show on ACP-13A, the check shall be returned to 
the Disbursing Office with a request that a cor- 
rected check be prepared. 


,C. Check drawn in favor of the wrong payee 


ta 


1. ‘Hrror’made in State office 


a. if the application was correctly executed, a letter 
indicating that the payee's name has been improperly 
desienated on the check shall be signed by a member 
of the county committee and shall be forwarded to 
the State office at the same time the check is re- 
turned te the Disbursing Office. In such cases, a 
dummy epplication shall be prepared and submitted 
to the State office. In such cases sections II, 
III, and IV of the dummy application need not be 
executed. A serial number shall be assigmed such 
application as indicated in V, A, 1, supra. 


e- krror made in county office 


a. If the application was incorrectly executed, the 
claimant shall present his claim in writing to the 
State office, together with a corrected application. 
A serial number shall be assigned the corrected 
application as indicated in V, A; 1} supra. Both 
the statement of claim and the corrected application 
mist be signed by the applicant, a farm reporter, 
and a member of the county committee, who shall sign 
on behalf of the county committee. If the farm re- 
porter is not available the comments set forth in 
V¥, A, 2, supra, shall be applicable. 


RE 
3, Error made in Disbursing Office 


a. If the application was correctly executed and if 
the name on the checit does not agree with the name 
shown on ACP-13A, the check shall be returned to the 
Disbursing Office with a request that a corrected 
check be issued. 


VI. PROCEDURE TO BE FOLLOWED WHEN APPLICANT IS DECEASED OR DECLARED 


A. Before a check has been issued 


I. In cas@s where 2 person submitted an application and died 
or was declared incompetent by a court of competent juris- 


Pant ae y 


diction pricr to the time that the check issued under 

such application was received in the county office, a 

letter shall be sent to the State office as soon as 

possible indicating that the applicent died or was de- 

clared incompetent, as the case may be. In such cases, 

a corrected application shall be submitted properly 

signed by the executor, administrator, or guardian, 

as the case may be, if one has been appointed, or by 

the heirs of the deceased applicant in the event that 

an administrator or executor has not been appointed 

and no adninistration is contemplated. Such corrected 

application must be certified by a member of the county & 
committee and the farm reporter. The corrected applica- 
tion shall bear the same serial number as the original 
application. os 


B. After a t¢heck has been issued 


aL ’ 


In cases where a person submitted an application and 

died or was declared incompetent by a court of competent 
Jurisdiction efter a check drawn in his favor was re- 
ceived in the county office, the check shall be returned 
to the Disbursing Office. Standard Form No. LOSS, 
"Application for Payment of Amounts Due Deceased or 
Incompetent Civil Employees, Officers, and Enlisted Men 
in the Military Service and Public Creditors of the 
United States" shell be prepared by the county committee 
and submitted to the personal representative of the 
deceased or incompetent for signature. If no administra- 
tor, executor, or guardian has been appointed and it 

is not expected that there will be any administration 
upon the estate of the deceased or incompetent, Standard 
Form No. 1055 should be signed, in the case of a deceased 
person by one of the heirs of the deceased who has reached 
the age of 21, and in the case of an incompetent, by some 
person eligible to be appointed as guardian or committee 
for such incompetent. Care should be taken to see that 
this form is executed in every detail and in accordance 
with the instructions thereon. If only an initial payment t 
has been issued in favor of the deceased or incompetent, 
the amount of the check shall be shown in Section 3, rol-+ 
lowed by the words "and such other payment as may be due € 
under application No. <1 Uf Form No. 1ooo ag 
signed by a personal representative such as an adminis 
trator, executor, or guardian, such person shall attach 
to the form a certified copy of his letters of authority. 
When properly executed and attested, Form Nc. 1055 shall 
be mailed to the State office for transmission to the 
Claims Division of the General Aeconnting Office, 
Washington, D. C. 


-~ 


ol 


res 


RN 


VIL. PROCEDURE TO BE FOLLOWED WHEN ERROR WAS MADE IN EXECUTION OF THE 


ORIGINAL APPLICATION 


A. Discovered before check has been issued 


1. 


In a case where a person submitted an application, and 
if prior to the time the check issued under such applica- 
tion was received in the county office, the county com- 
mittee discovers that such application was improperly 
prepared or executed in that 


a. the application was signed by the wrong party, 
b. the application contained incorrect data, 


c. the apolication was submitted on an NCR-1le when 
it should have been submitted on an NCR-15, or 
vice versa, 


a corrected application executed in the regular manner 
shall be submitted to the State office with a request 
that the original application be withdrawn and that the 
corrected application be substituted therefor. Whenever 
possible, the corrected application shall bear the same 
serial number as the original application. If two or 
more corrected applications are submitted in lieu ot “ons 
application, or if one corrected application is submitted 
in lieu of two or more applications, no serial numbers 
shall be assigned to such corrected applications. In 
such cases the State office shall assign serial numbers 
in accordance with the instructions set forth in Part -i1, 
Section I, Paragraph 2, Item c of NCR-c0, Revised. 


B. Discovered after check has been issued 


Le 


If, after a check has been issued under an application, 
it is discovered that the applicant executed an NOR-lé 
when he should have executed an NOR-15 or vice versa, 
the applicant shall be required to execute a corrected 
application or applications, as the case may be. Such 
corrected applications shall be certified by the farm 
reporter and a member of the county committee. 


If the check issued under such application has not 
been cashed, it shall be returned to the Disbursing 
Office, accompanied by a statement indicating the reason 
for the return of such check. Every effort should be made 
to see that the checks issued under such applications are 
returned, as this will greatly facilitate the settlement 
ond satisfactory disposition of such cases. 


In the event such check has been cashed, the state- 
ment accompanying the corrected application shall indicate: 


VIII. 


PROCEDURE TO BE FOLLOWED WHERE MORE THAN ONE PARTY HAS AN 


a ene 


be the 
ec. the 
d. the 

the 


e. the 


Pe Mees 


i 10 TA 
name of the payee, 
amount of the check, 


check number, if known, 


serial number of the application under which 


check was issued, 


fact that the check has been cashed, and 


facts and circumstances surrounding the 
erroneous execution of the original application. 


INTERES? IN THE APPLICATION 


additional payment which is claimed to be due, must sign both 


In most cases there will not be more than one appli- 
cant on the same application for payment. However, 
where there are two or more applicants on a single applica- 
tion for payment, each applicant who has an interest in the 


in cases 


the corrected application for payment and the statement of 
If one of the applicants affected by the claim is 
not available to sign the corrected application for payment 
and statement of claim, the other applicants may submit a 
claim for their respective shares of such payment. 
in such cases, the interest of the applicant who does not 
sign the corrected application, must be shown in the same 
manner as was done on the original application for payment 
in a case where one of the applicants was not available to 


claim. 


Siegen. 


However, 


eae 


